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Association News 


Arranged alphabetically by 
association name 


Robert C. Walter Named AMS Executive Di- 
rector—Succeeds William T. Cavanaugh. who 
resigned effective December 31, 1965 as head 
of Administrative Management Society (AMS 
Report—Jan., p. 45). 

Boston to Host AMS 47th international 
Conference—Headquarters will be Statler Hil- 
ton Hotel, May 8-11 (AMS Report—Feb., p. 46). 

Workshop Sessions to Mark AMS Interna- 
tional Conference—At May 8-11 meet.ng in 
Boston, they will be in subject areas of admin- 
istrative services, management development, 
personnel and data processing (AMS Report— 
Mar., P. 62). 

AMS Offers Planning Course—Tools and 
techniques covered in twelve-week program 
(AMS Report—Mar., p. 64). 

-AMS International Conference Set to Begin 
—Outline of agenda for Boston meeting pre- 
sented (AMS Report—Apr., p. 67). 

Two Executives Win AMS Awards—Fellow- 
, Ship and Leffingwell Awards presented at an- 
“nual AMS banquet (AMS Report—May, p. 81). 

AMS Officers and Directors Elected at An- 
nual Meeting—New area and functional di- 
rectors also chosen at International Confer- 
ence ‘(AMS Report—June, p. 74). 

Federal Paperwork Awards Banquet An- 
nounced—Second annual fete for twenty 
nominees t> be held in Washineton by AMS 
‘AMS Report—Aug., p. 48). 

‘Profits’ to Be Theme of AMS '67 Midwest 
Show—Business exhibit and seminar spon- 
sored by Chicago Chapter will be held in 
February (News of Associa.\ions—Oct., p. 12). 

AMS Presents Annuai Paperwork Awards— 
Six Federal employees receive recognition of 
their efforts to reduce paperwork. ‘AMS Re- 
port—Oct., p. 61). 

New AMS Management Course—Second title 
in series of AMS management coursé?s is avail- 
able in a packaged set of lectures, sui.able 
for twelve two-hour sessions ‘(AMS Report— 
Dec., p. 47). 

AFIPS Meets in Boston—-American Federa- 
tion of Information Processing Societies’ 

* Spring Joint Computer Conference runs from 
April 26 to 28 (News of Associations—Apr., 
p. 12). 

AFIPS Requests EDP Paper Submissions— 
Managers invited to submit technical papers 
for presentation at 1967 Sprine Joint Com- 
puter Conference (News of Associations—Oct., 
p. 12). 

AMA Di M Needs—Skills for 
future debated at American Management As- 
sociation’s annual Personnel Conference in 
Chicago (News of Associations—Mar., p. 10). 

EDP Systems Discussed at AMA Seminar— 
Principles, nractices and problems in super- 
vising operations are reviewed (News of As- 
sociations—June, p. 12). 

Twelve AMA Directors Elected—Association 
names twelve new directors at 43rd annual 
meeting in New York (News of Associations— 


s in Producti and Inven- 
tory—-Educational, industrial leaders discuss 
problems at conference and exhibit of Ameri- 
can Production and Inventory Control Society 
‘News of Associations—Sept., p. 12). 

ARMA Studies Cost Control—American Rec- 
ords Management Association holds seminar 
dedicated to principle that executives cannot 
secure true costs of records activities from 
operating statements (News of Associations 

Aug. p. 10). 

ASA ts Restructured, Renamed—American 
Standards Association becomes the United 
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States of America Standards Institute, and 
reorganizes (AMemo—Nov., p. 114). 

ACM Shows EDP Equipment—Association 
for Compuiing Machinery stages conference- 
exhibit in Los Angeles (News of Associations— 
Nov., Pp. 12). 

Fifteen Conferences Planned for BEMA Show 
—Will run jointly with Business Equipment 
Mfrs. Association’s Business Equipment Expo- 
sition in Chicago, Oct. 17-21 (News of Asso- 
ciations—Apr., p. 12). 

BEMA Meets in Illinois—50th anniversary 
preview cf “Tools of Progress’’ given (News 
of Associations—May, p. 12). 

Exhibitors Signing Up for BEMA Show— 
Eighty-three exhibitors contract for 1966 Bus- 
iness Equipment Exposition (News of Asso- 
ciations—July, p. 12). 

BEMA Show, Conference in Chicago—An 
announcement of annual Business Equipment 
Exposition (News of Associations—Oct., p. 12). 

BEMA Reaches 50, and Looks Ahead—Con- 
gratulations to Business Equipment Mfrs. As- 
sociation on its anniversary (Editorial—Oct., 
p. 17). 

BEMA's ‘Age of Information’ Conference— 
Outline of scheduled events at three-day con- 
ference accompanying Business Equipment Ex- 
position (Oct., p. 96). 

BEMA Officers Chosen at Annual Meeting— 
Theodore A. Smith named chairman, other 
board members elected in Chicago (News of 
Associations—Dec., p. 10). 

Skills Are Scarce All Over, Managers at CIOS 
Hear—FExecutives from 46 countries discuss 
common problems at Congress of Counseil 
International pour l’Organization Scientifique 
in Rotterdam; by Joseph W. Gawthrop, sec- 
ond vice-president, Pilot Life Insurance Co. 
(Nov., Pp. 33). 

DPMA Publishes EDP Study Outline—Data 
Processing Management Association guide as- 
sists those preparing for Certificate in Data 
Processing examination (News of Associations 
—Jan., p. 10). 

DPMA Booklet Lists EDP Films—Called 
“Audio-visual Aids,” it lists nearly 100 titles 
(News of Associations—Feb.. p. 12). 

Infor ti Ma t is DPMA Meeting 
Themen aeuntialae's conference and business 
exposition set for June 21-24 in Chicago (News 
of Associations—Mar., p. 10). 

DPMA in New Site, Adds EDP System— 
Moves to Park Ridge, Ill. (News of Associations 
—June, p. 12). 

Conference Theme is Information Manage- 
ment—Six computer manufacturers demon- 
strate new equipment at DPMA conference 
on information management (News of Asso- 
ciations—July, p. 12). 

DPMA Holds International Exposition—Sem- 
inars, workshops and exhibit highlight Fall 
Conference (News of Associations—Sept., p. 
12) 


DPMA Aids Researchers—Awards grants to 
two Ph.D. candidates for work in data proces- 
sing (News of Associations—Nov., p. 12). 

Data Processing Book Released by DPMA— 
Soft-bound book, “Principles of Data Process- 
ing” offered for $1.25 (News of Associations— 
Dec., p. 10). 

New Association Formed by Temporary Help 
Firms—Institute cf Temporary Services Inc. 
organized at Washington meeting by repre- 
sentatives of 51 companies (News of Associa- 
tions—Aug., p. 10). 

Annual Report Shows LOMA Progress—Life 
Office Management Association enrollment 
grew 44 percent in 1964-65 year (News of As- 
sociations—Jan., p. 10). 

Insurance Firms Help in Study of Handi- 
capped Workers—-LOMA members assist Pres- 
ident’s Committee on Employment of the Han- 
dicapped with survey (News of Associations— 
Feb., p. 12). 


Book of LOMA Meeting Talks Available— 
Annual conference proceedings for 1965 are 
published (News of Associations—May, p. 12). 

Election of Officers Set for LOMA Meeting— 
Association holds its annual conference (News 
of Associations—July, p. 12). 

Productivity is Conference Theme—Methods 
Time Measurement Association studies prob- 
lem of getting more productivity in face of 
labor shortage (News of Associations—Sept., 
p. 12). 

NAM Issues Employment Displ t Study 
—National Association of Mfrs. finds industry 
minimizing effects of layoffs (AMemo—Jan. 
p. 78). 

Forms Group Has Large Turnout—Fall con- 
vention of National Business Forms Associa- 
tion draws 73 percent of membership (News 
of Associations—Jan., p. 10). 

NICB Conducts Motivation Conference—Day- 
long event held by National Industrial Con- 
ference Board at Waldorf-Astoria, New York 
(News of Associations—Mar., p. 10). 

Moderate-sized Firm ts Theme of Meeting— 
Four talks deal with it at National Industrial 
Conference Board meeting (News of Associa- 
tions—June, p. 12). 

Record Attendance Expected at Microfilm 
Convention—“‘Microfilm—The Record Holder 
for Better Business Systems” is theme of 
National Microfilm Association meeting (News 
of Associations—May, p. 12). 

SPA Publishes Personnel Data—Salaries and 
education of systems men measured by Sys- 
tems & Procedures Association (AMemo—Jan., 
Pp. 78). 

SPA Offers ‘Ideas for Management’ Book— 
Publication features topics ranging from pa- 
perwork control to programming (News of 
Associations—Feb., p. 12). 

USAS!I Was ASA—United States of America 
Standards Institute new name of American 
Standards Association (News of Associations 
—Nov., p. 114). 

VCC Meets in Atlanta—Southeastern Visual 
Communications Congress has its convention 
slated for June 4-6. (News of Associations— 
Apr., p. 12). 


Books Reviewed 


Business and Its Environment—By Keith 
Davis and Robert L. Blomstrom; McGraw- 
Hill, $8.95 (June, p. 107). 

Business Executive in a Changing World, 
The—By W. N. Mitchell; American Manage- 
ment Association, 208 pp., $9 to non-members 
(Feb., p. 79). 

Business Research, Text' and Cases—By 
Erwin Esser Nemmers and John H. Myers; 
McGraw-Hill, 621 pp., $11.50 (Sept., p. 111). 

Computer Age, The—By Gilbert Burck and 
the editors of Fortune; Harper & Row, Inc., 
148 pp., $3.95 (Aug., p. 79). 

Computer Dictionary—By Charles J. Sippl; 
“ W. Sams & Co., 640 pp., $9.95 (Mar., 
Pp. 5 

Dartnell Short Course in Business Corre- 
spondence—By Leslie Llewellyn Lewis and 
Marilyn French; The Dartnell Corp., 219 pp., 
$17.50 (Sept., p. 110). 

High- Talent Personnel, Managing a Critical 
Resource—By John R. Hinrichs, American 
Management Association, $9 (Oct., p. 114). 

How Business Economists Forecast—Edited 
by William F. Butler and Robert A. Kavesh; 
~~ Hall Inc., 540 pp., $15.95 (July, 
Pp. : 

How to Make Decisions About People—by 
Charles A. Dailey and Frederick C. Dyer; 
Parker Publishing Co. (June, p. 105). 

How to Manage by Results—By Dale D. 
McConkey; American Management Association, 
141 pp., $6,75 to non-members (Apr., p. 111). 

Instant Management—By James M. Todd; 
Vantage Press Inc., 88 pp., $3.50 (Mar., p. 92). 

Introduction to Leasing—by Samuel J. Lee; 
Coda Publications, 199 pp., $12.50 (July, p. 75). 

Judgment in Administration — by Ray E. 
gag McGraw-Hill, 225 pp., $7.95 (May, p 

4). 

Knox Standard Guide to Design and Control 
of Business Forms, The—By Frank M. Knox; 
— Co., 225 pp., $12.95 (Apr., p. 


Management: A Book of Readings—by Har- 
old Koontz and Cyril O’Donnell; McGraw-Hill, 
563 pp., $5.50 (May, p. 115). 

Management in Perspective—By William E. 
Schlender, W. G. Scott and Alan C. Filley; 
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Association News 


Arranged alphabetically by 
association name 


Robert C. Walter Named AMS Executive Di- 
rector—Succeeds William T. Cavanaugh. who 
resigned effective December 31, 1965 as head 
of Administrative Management Society (AMS 
Report—Jan., p. 45). 

Boston to Host AMS 47th international 
Conference—Headquarters will be Statler Hil- 
ton Hotel, May 8-11 (AMS Report—Feb., p. 46). 

Workshop Sessions to Mark AMS Interna- 
tional Conference—At May 8-11 meet.ng in 
Boston, they will be in subject areas of admin- 
istrative services, management development, 
personnel and data processing (AMS Report— 
Mar., P. 62). 

AMS Offers Planning Course—Tools and 
techniques covered in twelve-week program 
(AMS Report—Mar., p. 64). 

-AMS International Conference Set to Begin 
—Outline of agenda for Boston meeting pre- 
sented (AMS Report—Apr., p. 67). 

Two Executives Win AMS Awards—Fellow- 
, Ship and Leffingwell Awards presented at an- 
“nual AMS banquet (AMS Report—May, p. 81). 

AMS Officers and Directors Elected at An- 
nual Meeting—New area and functional di- 
rectors also chosen at International Confer- 
ence ‘(AMS Report—June, p. 74). 

Federal Paperwork Awards Banquet An- 
nounced—Second annual fete for twenty 
nominees t> be held in Washineton by AMS 
‘AMS Report—Aug., p. 48). 

‘Profits’ to Be Theme of AMS '67 Midwest 
Show—Business exhibit and seminar spon- 
sored by Chicago Chapter will be held in 
February (News of Associa.\ions—Oct., p. 12). 

AMS Presents Annuai Paperwork Awards— 
Six Federal employees receive recognition of 
their efforts to reduce paperwork. ‘AMS Re- 
port—Oct., p. 61). 

New AMS Management Course—Second title 
in series of AMS management coursé?s is avail- 
able in a packaged set of lectures, sui.able 
for twelve two-hour sessions ‘(AMS Report— 
Dec., p. 47). 

AFIPS Meets in Boston—-American Federa- 
tion of Information Processing Societies’ 

* Spring Joint Computer Conference runs from 
April 26 to 28 (News of Associations—Apr., 
p. 12). 

AFIPS Requests EDP Paper Submissions— 
Managers invited to submit technical papers 
for presentation at 1967 Sprine Joint Com- 
puter Conference (News of Associations—Oct., 
p. 12). 

AMA Di M Needs—Skills for 
future debated at American Management As- 
sociation’s annual Personnel Conference in 
Chicago (News of Associations—Mar., p. 10). 

EDP Systems Discussed at AMA Seminar— 
Principles, nractices and problems in super- 
vising operations are reviewed (News of As- 
sociations—June, p. 12). 

Twelve AMA Directors Elected—Association 
names twelve new directors at 43rd annual 
meeting in New York (News of Associations— 


s in Producti and Inven- 
tory—-Educational, industrial leaders discuss 
problems at conference and exhibit of Ameri- 
can Production and Inventory Control Society 
‘News of Associations—Sept., p. 12). 

ARMA Studies Cost Control—American Rec- 
ords Management Association holds seminar 
dedicated to principle that executives cannot 
secure true costs of records activities from 
operating statements (News of Associations 

Aug. p. 10). 

ASA ts Restructured, Renamed—American 
Standards Association becomes the United 
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States of America Standards Institute, and 
reorganizes (AMemo—Nov., p. 114). 

ACM Shows EDP Equipment—Association 
for Compuiing Machinery stages conference- 
exhibit in Los Angeles (News of Associations— 
Nov., Pp. 12). 

Fifteen Conferences Planned for BEMA Show 
—Will run jointly with Business Equipment 
Mfrs. Association’s Business Equipment Expo- 
sition in Chicago, Oct. 17-21 (News of Asso- 
ciations—Apr., p. 12). 

BEMA Meets in Illinois—50th anniversary 
preview cf “Tools of Progress’’ given (News 
of Associations—May, p. 12). 

Exhibitors Signing Up for BEMA Show— 
Eighty-three exhibitors contract for 1966 Bus- 
iness Equipment Exposition (News of Asso- 
ciations—July, p. 12). 

BEMA Show, Conference in Chicago—An 
announcement of annual Business Equipment 
Exposition (News of Associations—Oct., p. 12). 

BEMA Reaches 50, and Looks Ahead—Con- 
gratulations to Business Equipment Mfrs. As- 
sociation on its anniversary (Editorial—Oct., 
p. 17). 

BEMA's ‘Age of Information’ Conference— 
Outline of scheduled events at three-day con- 
ference accompanying Business Equipment Ex- 
position (Oct., p. 96). 

BEMA Officers Chosen at Annual Meeting— 
Theodore A. Smith named chairman, other 
board members elected in Chicago (News of 
Associations—Dec., p. 10). 

Skills Are Scarce All Over, Managers at CIOS 
Hear—FExecutives from 46 countries discuss 
common problems at Congress of Counseil 
International pour l’Organization Scientifique 
in Rotterdam; by Joseph W. Gawthrop, sec- 
ond vice-president, Pilot Life Insurance Co. 
(Nov., Pp. 33). 

DPMA Publishes EDP Study Outline—Data 
Processing Management Association guide as- 
sists those preparing for Certificate in Data 
Processing examination (News of Associations 
—Jan., p. 10). 

DPMA Booklet Lists EDP Films—Called 
“Audio-visual Aids,” it lists nearly 100 titles 
(News of Associations—Feb.. p. 12). 

Infor ti Ma t is DPMA Meeting 
Themen aeuntialae's conference and business 
exposition set for June 21-24 in Chicago (News 
of Associations—Mar., p. 10). 

DPMA in New Site, Adds EDP System— 
Moves to Park Ridge, Ill. (News of Associations 
—June, p. 12). 

Conference Theme is Information Manage- 
ment—Six computer manufacturers demon- 
strate new equipment at DPMA conference 
on information management (News of Asso- 
ciations—July, p. 12). 

DPMA Holds International Exposition—Sem- 
inars, workshops and exhibit highlight Fall 
Conference (News of Associations—Sept., p. 
12) 


DPMA Aids Researchers—Awards grants to 
two Ph.D. candidates for work in data proces- 
sing (News of Associations—Nov., p. 12). 

Data Processing Book Released by DPMA— 
Soft-bound book, “Principles of Data Process- 
ing” offered for $1.25 (News of Associations— 
Dec., p. 10). 

New Association Formed by Temporary Help 
Firms—Institute cf Temporary Services Inc. 
organized at Washington meeting by repre- 
sentatives of 51 companies (News of Associa- 
tions—Aug., p. 10). 

Annual Report Shows LOMA Progress—Life 
Office Management Association enrollment 
grew 44 percent in 1964-65 year (News of As- 
sociations—Jan., p. 10). 

Insurance Firms Help in Study of Handi- 
capped Workers—-LOMA members assist Pres- 
ident’s Committee on Employment of the Han- 
dicapped with survey (News of Associations— 
Feb., p. 12). 


Book of LOMA Meeting Talks Available— 
Annual conference proceedings for 1965 are 
published (News of Associations—May, p. 12). 

Election of Officers Set for LOMA Meeting— 
Association holds its annual conference (News 
of Associations—July, p. 12). 

Productivity is Conference Theme—Methods 
Time Measurement Association studies prob- 
lem of getting more productivity in face of 
labor shortage (News of Associations—Sept., 
p. 12). 

NAM Issues Employment Displ t Study 
—National Association of Mfrs. finds industry 
minimizing effects of layoffs (AMemo—Jan. 
p. 78). 

Forms Group Has Large Turnout—Fall con- 
vention of National Business Forms Associa- 
tion draws 73 percent of membership (News 
of Associations—Jan., p. 10). 

NICB Conducts Motivation Conference—Day- 
long event held by National Industrial Con- 
ference Board at Waldorf-Astoria, New York 
(News of Associations—Mar., p. 10). 

Moderate-sized Firm ts Theme of Meeting— 
Four talks deal with it at National Industrial 
Conference Board meeting (News of Associa- 
tions—June, p. 12). 

Record Attendance Expected at Microfilm 
Convention—“‘Microfilm—The Record Holder 
for Better Business Systems” is theme of 
National Microfilm Association meeting (News 
of Associations—May, p. 12). 

SPA Publishes Personnel Data—Salaries and 
education of systems men measured by Sys- 
tems & Procedures Association (AMemo—Jan., 
Pp. 78). 

SPA Offers ‘Ideas for Management’ Book— 
Publication features topics ranging from pa- 
perwork control to programming (News of 
Associations—Feb., p. 12). 

USAS!I Was ASA—United States of America 
Standards Institute new name of American 
Standards Association (News of Associations 
—Nov., p. 114). 

VCC Meets in Atlanta—Southeastern Visual 
Communications Congress has its convention 
slated for June 4-6. (News of Associations— 
Apr., p. 12). 


Books Reviewed 


Business and Its Environment—By Keith 
Davis and Robert L. Blomstrom; McGraw- 
Hill, $8.95 (June, p. 107). 

Business Executive in a Changing World, 
The—By W. N. Mitchell; American Manage- 
ment Association, 208 pp., $9 to non-members 
(Feb., p. 79). 

Business Research, Text' and Cases—By 
Erwin Esser Nemmers and John H. Myers; 
McGraw-Hill, 621 pp., $11.50 (Sept., p. 111). 

Computer Age, The—By Gilbert Burck and 
the editors of Fortune; Harper & Row, Inc., 
148 pp., $3.95 (Aug., p. 79). 

Computer Dictionary—By Charles J. Sippl; 
“ W. Sams & Co., 640 pp., $9.95 (Mar., 
Pp. 5 

Dartnell Short Course in Business Corre- 
spondence—By Leslie Llewellyn Lewis and 
Marilyn French; The Dartnell Corp., 219 pp., 
$17.50 (Sept., p. 110). 

High- Talent Personnel, Managing a Critical 
Resource—By John R. Hinrichs, American 
Management Association, $9 (Oct., p. 114). 

How Business Economists Forecast—Edited 
by William F. Butler and Robert A. Kavesh; 
~~ Hall Inc., 540 pp., $15.95 (July, 
Pp. : 

How to Make Decisions About People—by 
Charles A. Dailey and Frederick C. Dyer; 
Parker Publishing Co. (June, p. 105). 

How to Manage by Results—By Dale D. 
McConkey; American Management Association, 
141 pp., $6,75 to non-members (Apr., p. 111). 

Instant Management—By James M. Todd; 
Vantage Press Inc., 88 pp., $3.50 (Mar., p. 92). 

Introduction to Leasing—by Samuel J. Lee; 
Coda Publications, 199 pp., $12.50 (July, p. 75). 

Judgment in Administration — by Ray E. 
gag McGraw-Hill, 225 pp., $7.95 (May, p 

4). 

Knox Standard Guide to Design and Control 
of Business Forms, The—By Frank M. Knox; 
— Co., 225 pp., $12.95 (Apr., p. 


Management: A Book of Readings—by Har- 
old Koontz and Cyril O’Donnell; McGraw-Hill, 
563 pp., $5.50 (May, p. 115). 

Management in Perspective—By William E. 
Schlender, W. G. Scott and Alan C. Filley; 
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~~ Miffiin Co., 636 pp., $5.95 (WJan., 
rp 5 

Management Uses of Research and Develop- 
ment—By Warren C. Lothrop; Harper & Row, 
148 pp., $4 (Feb., p. 79). 

Managerial Thinking: An _ International 
Study—By Mason Haire, Edwin E. Ghiselli 
and Lyman W. Porter; John Wiley & Sons 
Inc., 298 pp., $7.95 (Nov., p. 108). 

Manager's Guide to Making Changes, A—by 

Arnold 8. Judson: John Wiley & Sons Inc., 
$4.75 (June, p. 105). 
* Managers Must Lead, A Supervisor’s Road- 
map to Advancement—by Ray A. Killian; 
American Management Association, 284 pp., 
$7 (July, p. 74). 

Multi-national Corporate Planning—Edited 
by George A. Steiner and Warren M. Cannon; 
bre Macmillan Co., 330 pp., $7.95 (Sept., p. 

0). 

Objectives and Standards: An Approach to 
Planning and Control—By Ernest C. Miller; 
American Management Association, 119 pp., 
$10.50 (Sept., p. 110). 

Office Management and Control: The Actions 
of Administrative Management—By George R. 
bag 8 Richard D. Irwin Inc., 793 pp., (Nov., 
p. ; 

Organization Behavior and Administration — 
By John A Seiler and Paul R. Lawrence; Rich- 
ard D. Irwin Inc., 981 pp., $12 (Jan., p. 75). 

Performance Objectives for Managers—By 
Raymond F. Valentine; American Management 
Association Inc., 208 pp., $7.50 (May, p. 115). 

Planning and Control Systems, A Framework 
for Analysis—By Robert N. Anthony; Harvard 
Busiress School, $4 (June, p. 107). 

Practical Business Planning—By Charles E. 
St. Thomas; American Management Associa- 
tion, 141 pp., $6 to non-members (Mar., p. 93). 

Principles of Personnel Testing—By c. 3. 
Lawshe and Michael J. Balma; McGraw-Hill, 
$8.95 (Oct., p. 114). 

Reading Speed and Strategy for the Busi 
ness and Professional Man—By K. P. Bald- 
a Prentice-Hall, 228 pp., $6.95 (Dec., 
p. : 

Recruiting, Selecting and Hiring Clerical 

i} Ma t Information Center, 
615 pp., $27.50 ‘i. Pp. 74). 

Special Libraries: A Guide for Management 
—Edited by Edward G. Strable; Special Li- 
braries Association, 63 pp., $4 (May, p. 114). 

Statistical Abstract of the United States, 
87th Edition—U.S. Bureau of the Census, 1,039 
pp., $3.75 (Dec., p. 74). 

Supervisor's Basic Management Guide, The 
—By Carl Heyel; McGraw-Hill Book Co., 496 
Pp., $9.50 (Feb., p. 78). 

Systems and Procedures, A Handbook for 
Business and Industry—Edited by Victor Laz- 
ng aaron Hall Inc., 464 pp., $13.25 (July, 
Pp. 74). 

Validity of 0 ti I Aptitude Tests, The 
—By Edwin E. Ghiselli; John Wiley & Sons 
Inc., 155 pp., $7.95 (Nov., p. 108). 

Wage-Structure in Theory and Practice—— 
Edited by E. M. Hugh-Jones; North-Holland 
Publishing Co., 242 pp., $7 (Aug., p. 79). 

What the Executive Should Know About 
Tensions—Edited by Theodore Irwin; Citadel 
Press, 142 pp., $5.95 (Aug., Dp. 79). 

Will to Manage, The: Corporate Success 
Through Programmed Management—By Mar- 
ig aa McGraw-Hill, 276 pp., $7.50 (Dee. “9 

, 

Zero Defects, A New Dimension in Quality 
Assurance—By James F. Halpin; McGraw-Hill, 
$10.50 (Oct., p. 114). 


Editorials 


BEMA Reaches 50, and Looks Ahead—Con- 
gratulations to Business Equipment Mfrs. As- 
sociation on its anniversary (Oct., p. 17). 

Big Year for Office Construction—Last year 
American business spent $2.5 billion on new 
office construction, a record (May, p. 27). 

Computers and Middle Management—Com- 
Puter systems, less costly and more numerous, 
will soon be within economic reach of most 
firms (June, p. 19). 

Defining Tour Responsibilities—A six-part 
answer to the question, “What do adminis- 
trative managers do, anyway?” (Feb., p. 19). 

Disease of ‘Don’t Rock the Boat,’ The—The 
fear or the inertia that lets poor situations 
drift is one of the most insidious forms of 
irresponsibility (Dec., p. 15). 

Even Prosperity Causes Delays—Why you 
sometimes have to wait so long for delivery 
after you’ve placed an order (May, PD. 27). 

Gap Between hools and Business, Tho— 
Educators are making efforts to bridge their 
world to the world of business (June, p. 19). 

Global ook at Management Needs, 
it’s any comfort, managers the world over 
have many of the same headaches; inter- 
change of managerial knowledge needed (Nov., 
Pp. 17). 

Inflation and the Guidelines—What admin- 
istrators have done—and must still do—to 
combat these economic pressures (Sept., p. 
25). 


DECEMBER 1966 


International Skills Exchange, An—Aware- 
ness of management developments abroad 
could benefit administrators here (Feb., p. 19). 

It’s Spring Cleaning Time Again—‘‘Open the 
window; let fresh air into your mind. ... 
It’s a time of rejuvenation” (Apr., p. 21). 

Legacy of Alfred P. Sloan, The—Contribu- 
tions of this great administrator assessed at 
a death, age 90 (Apr. Pp. 21). 

— Increasingly, 
Pn face the choice: develop an echelon 
of obsolete executives, or re-educate (Mar., p. 


M 's Job R Higher and Wider— 
Managers are finding new and unusual respon- 
agg coming into their jurisdiction (Aug., 
p. 15). 

Needed: Mis—‘Masters in  Leadership’— 
Bachelor of Business Administration degrees 
may no longer suffice (Dec., p. 15). 

Negro Employment as Business Sees It—-Many 
firms would like to hire more Negroes but 
have difficulty finding qualified applicants 
(July, p. 17). 

1970—Ready or Not it’s Coming—Essay, 
leading off series of related articles, notes 
that new management information systems will 
usher in an age of changes unlike any yet ex- 
Perienced in the office (Jan., p. 15). 

Pian to Measure Office Costs, A—AM asks 
readers to share benefits of data they have 
researched (Nov., p. 17). 

Real-time, On-time and Realism—Levels of 
@ business each “pulse” with a characteristic 
Tate; some need information in real-time while 
others need it merely on time (Jan., p. 15). 

Survey Shows Clerical Salary Rise—Com- 
ment on annual study conducted by Admini- 
strative Management Society (Aug., p. 15). 

the i Tax Credit—Pro- 
posed suspension of 7 percent tax credit will 
penalize businesses wishing to invest in more 
modern equipment (Oct., p. 17). 

Toward Better Record Keeping—April, being 
Better Record Keeping Month, offers oppor- 
tunity to instill need for improvement in top 
management, and staff (Mar., p 

Your Place One Year From Mow —/Thines you 
can do right now to determine where you and 
your company will be in a year (July, p.: 17). 

Zip Code Deadline Nears—The numbers must 
appear on all bulk second and third class mail 
after January 1, 1967 (Sept., p. 25). 


Managerial Overview 


April Is Better Record Keeping Month—J. 
Lester Longino, president of National Station- 
ery &.Office Equipment Association, tells why 
event is of importance to administrative man- 
agers (AMS Report—Apr., Pp. 70). 

Automation Doesn't Change Everything—Au- 
thor points out that even under extreme forms 
of automation, people are going to continue to 
work with each other in direct and close as- 
sociation; by Robert N. Hilkert (AMS Report 
—Dec., p. 45). 

Business’ Commitment to New Generation— 
It has failed to convince youth that it is in- 
volved in the basic issues of the times (AMemo 
—Oct., p. 118). 


ti Does it Serve Business’ 
Needs?—What colleges and business schools 
are doing to prepare students; by Susan J. 
Berman, assistant editor (June, Pp. 20). 

in B Education— 
mansviees are taking a careful look at what 
is being taught, how it is being taught and 
why. Goal is to bring forth managerial talents; 
by Dr. S. Benjamin Prasad (AMS Report— 
Dec., p. 49). 

Civil Rights Law: A Year’s Experience, The 
—A look at developments which have taken 
place, and guidelines to the future; by Lewis 
E. Lachter, managing editor (June, p. 38). 

Computer Link-ups for Every Office—By 
1970, computers, scanning, time sharing and 
decisions in real-time will be an inescapable 
part of business life; one of four related ar- 
ticles by Walter A. Kleinschrod, editor (Jan., 
p. 16) 

Conversion to Metric System Is Needed Now 
—Unless it happens, we will experience a de- 
pression “that will make the 30’s look like a 
Picnic,” says author Ted Isaacs, president, 
The Isaacs Co. (Opinion—Apr., p. 32). 

Dividing the Costs Saved by Automation— 
Where does the money go which has been 
gained? (and other trenchant Q’s and A’s); 
by R. W. Ells, chief economist, Allen-Bradley 
Co. (AMS Report—Jan., p. 45). 

EDP’s Impact on Insurance Firms—Study 
indicates a slower growth rate of office staffs 
and a slower rate of turnover (AMemo— 
May, p. 120). 

Economic Motivation Means More Output— 
Monetary incentives have become increasingly 
fashionable in European nations (AMemo— 
May, p. 120). 

Effect of Tax Credit Suspension Surveyed— 
Lifting of 7 percent investment benefit and 
accelerated depreciation on buildings will pro- 
duce little effect, according to National In- 


dustrial Conference Board (AMemo—Dec., v.| 


Exchanging Management Skills Internation- | 
ally—The roles and relationships of firms and ' 
associations disseminating ideas worldwide; by ' 
— E. Lachter, managing editor (Feb., p. 

Gap Between Schools and Business, The— 
Educators are making efforts to bridge their 
world and the world of business (Editorial— 
June, p. 19). 

Global Look at Management Needs, A—If 
it’s any comfort, managers the world over 
have many of the same headaches; inter- 
change of knowledge needed (Editorial—Nov., 


p. 17). \: 
Guide to Improved Traffic Management, A— — 


It’s an area administrative managers are com- 
ing in contact with more and more, as Worth- 

aan Corp. case history illustrates (Mar., pD. 
4). 


Helping Other Departments Cut Costs—Of 
the profits an administrative manager can pro- 
duce by efflicent, cost-cutting procedures; by 
J. Richard Bauman, general manager of office 
services, Armstrong Cork Co. (AMS Report— 
June, p. 71). 

How EDP Is Affecting Middle Management 
—Is the administrative manager’s job threat- 
ened or strengthened by the growing world of 
computers and electronic data processing?; by 
A. W. Smith, U.S. Army Electronics Research © 
and Development Activity (May, p. 42). H 

How Three Firms Organize Their Adminis- | 
trative Functions—Structures of a small, me- | 
dium and large company analyzed; by Lewis | 
E. Lachter, managing editor (Aug., p. 16). ' 

In Business Today, Performance is All— 
Managers must create a productive atmo- |; 
sphere in which employees work hard and 
produce because they want to; by William S. | 
Johnson, general manager, J. H. Williams on; 
Co. (AMS Report—Sept., p. 59). 

Inflation and the Guidelines—What admin- | 
istrators have done—and must still do—to. 
combat these economic pressures: (Editorial— | 
Sept., p. 25). i 

International Management Structures | 
Change—Global expansion of American busi- 
ness is upgrading status of the international 
executive (AMemo—Oct., p. 118) 

Is 9 to 5 an Outmoded Office Schedule?— 
While the 9 to 5 working day is still standard, 
a growing number of companies are using 
second and third shifts of white collar work- | 
ers (Dec., p. 20). 

Labor Shortage’s Effect on Office Work— 
Skilled white collar workers are in short sup- 
ply; here’s what business is doing to alleviate 
the situation; by Lewis E. Lachter, managing 
editor (Oct., p. 22). 

M t and Busi Book List—List- 
ing of publishers and the books they offer in 
the field of management and business in gen- 
eral (Aug., p. 32; Part II, Sept., p. 51). 

Management Books for Desk-Side Library— 
Second and final listing of books on manage- 
ment and business (Sept., p. 51). 

Management Decisions with Computer Help 
—New “Domino” system aids in budget prep- 
aration, long range planning and other an- 
alysis work; by Richard E. Hemes, Advanced 
Systems Development Division, International 
Business Machines Corp. (Apr., p. 36). 

Management Doesn’t Communicate as Well 
as It Might—National Industrial Conference 
Board study reveals data on employee orienta- 
tion techniques (AMemo—Apr. » DP. 124). 

t Ob — Increasingly, 
cme face the choice: develop an echelon | 
of obsolete executives, or re-educate (Editorial 
—Mar., p. 16). 

Management’s New View of Innovation— 
Administrators don’t usually consider them- 
selves inventors, but the creative ones are just 
that; by Walter A. Kleinschrod, editor (Mar., 
Pp. 18) 


's Job R Higher and — 
Managers are finding new and unus 
sponsibilities coming into their vurisdiction 
(Editorial—Aug., p. 15). 

More Executives Entering Job Market—Ex- 
ecutive Register Inc. predicts 250,000 execu- 
tives for 1966 job market—most of them look- 
ing for responsibility rather than more pay 
(AMemo—aAug., Pp. r 

Nine Views on Company Loyalty—Nine ex- 
ecutives offer advice on instilling loyalty in 
employees; by Daniel Peck, associate editor 
(Sept., p. 26). 

1970 Office, The—Editorial and four articles 
on related theme (all Jan.): “‘1970—Ready or 
Not It’s Coming” (p. 15), “Systems: 1970— 
Computer Link-ups for Every Office’ (p. 16), 
“Equipment: 1970—‘New Breed’ Office Ma- 
chine is Paster, Smaller, Versatile” (p. 19), 
“Personnel: 1970—Needed: People Who See 
Administration Over-all” (p. 22) 
Environment—Is is the Layout for Work 
in 1970?” (p. 24). 

Office Standards: A Progress Report—On re- 
cent projects and agreements by the Ameri- 
can Standards Association and Business Equip- 
ment Mfrs. Association; by Lewis E. Lachter, 
managing editor (Jan., p. 36). 
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Operations Research as a Management Tool 
—How the science of solving complex com- 
pany problems by reducing them to mathe- 
matical terms might help you (Nov., p. 18). 

Parkinson on Paperwork—Some firms, au- 
thor suggests drolly, have reached administra- 
tive self-sufficiency—they can keep busy by 
reading their own memoranda; by Dr. C. 
Northcote Parkinson (Apr., p. 22). 

Real-time, On-time and Realism—Levels of 
a@ business each “pulse” with a characteristic 
rate; some need information in real-time while 
others need it merely on time (Editorial— 
Jan., p. 15). 

Research and Development Rising—They 
will take more of the corporate sales dollar 
in the next five years, according to survey 
(AMemo—Sept., p. 112). 

Skills Are Scarce All Over, Managers at 
ClOS Hear—Executives from 46 countries dis- 
cuss common problems at Congress of Con- 
seil International pour l’Organization Scien- 
tifique in Rotterdam; by Joseph W. Gawthrop, 
second vice-president, Pilot Life Insurance 
Co. (Nov., p. 33). 

Success Factor Analysis: New Management 
Technique—Used to discover ways that staff 
and management personnel can achieve bet- 
ter on-the-job performance, it also helps re- 
locate personnel whose skills are no longer 
required; by Lewis E. Lachter, managing edi- 
tor (ec. p. 16). 

Survey Examines Computer's Role in Busi- 
ness—Poll of 33 companies shows that they’ve 
had computer experience ranging from one 
to twelve years, with median of nine years 
(AMemo—Oct., p. 118). 

Survey Indicates Solution to Labor Problem 
—Contrary to recent reports, the existing 
labor supply problem is not one of numbers 
but one of distribution (AMemo—June, p. 
108). 

s di the B Tax Credit—Pro- 
posed suspension of 7 percent tax credit will 
penalize businesses wishing to invest in more 
modern equipment (Editorial—Oct., p. 17). 

‘Third Generation’ Problem: Cost Analysis 
—Third generation of computer systems has 
created new problems in areas of applica- 
tion, conversion, implementation and train- 
ing (Sept., p. 44). 

Unemployment Drop May Affect Work Qual- 
ity-—-The welcome decline can eventually af- 
fect quality control (AMemo—July, p. 80). 

Unscrambling the Claims About Leasing— 
It is not a new concept, but is growing rap- 
idly as a good way to operate in today’s 
tighter money market (May, p. 28). 

Use of Outside Recruiting Firms Surveyed 
—Nearly three-quarters of U.S. firms rely on 
executive recruiting organizations at least 
once @ year, findings indicate (AMemo—Nov., 
p. 114). 


Miscellaneous 


Administrators in Uniform—A look at police 
and military managers, what they do and 
where they work (July, p. 58). 

Association Membership Rates Rising— 
Survey indicates firms are now examining 
“need to join’ more closely (AMemo—Mar., 
p. 96). 

Basic Rules Govern Visual Aid Success— 
Visual aids can help you add impact and 
interest when you present an idea to your 
staff or top management (Tips for the Office— 
Oct., p. 44). 

Big Year for Office Construction—Last year 
American business spent $2.5 billion on new 
office construction. (Editorial—May, p. 27). 

Business Letter Cost Reaches $2.44—In- 
creased cost reflects higher secretarial and 
clerical salaries as well as other price in- 
creases. (AMemo—July, p. 80). 

Census Bureau Publishes Punch Card Book 
—Lengthy title is ‘“‘The Development of 
Punch Card Tabulation in the Bureau of the 
Census, 1890-1940, with Outlines of Actual 
Tabulation Programs” (AMemo—Feb., p. 82). 

Day at Work with a European Manager— 
Many problems of a German office super- 
visor are the same as those of his American 
managerial counterpart, but many more are 
different; by David Eller, operations research 
analyst, Mellon National Bank and Trust Co. 
(Sept., p. 112). 

Dealing with the Dangers of Embezzlement 
—It’s a crime that costs business $1 billion 
yearly, but its perpetrators often “telegraph” 
their intentions beforehand; by David F. An- 
derson, associate editor (Feb., p. 38). 

Firms Ask Secrecy Agreements of Employ- 
ees—Researchers especially are required to 
sign patent restriction contracts (AMemo— 
Feb., p. 82). 

Fortran Becomes American Standard—Pro- 
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1966 Index... From office equipment to personnel to systems continveD 


gramming language approved for computer 
work in scientific fields (AMemo—Aug., DP. 
) 


Geyer-McAllister Buys ‘Reproductions Re- 
view’'—Magazine for managers and technical 
supervisors of in-plant printing operations 
and commercial print shops purchased by 
AM publisher (Oct., p. 94). 

How to Select a Man t Cc Itant 
They’re not inexpensive, but they can be ef- 
fective if the relationship is right; by Rob- 
ert I. Weil, management consultant, Daniel 
J. Cantor & Co., Philadelphia (AMS Report— 
Nov., p. 589). 

in-office Fire Wardens Improve Safety— 
Some prevention controls and safety pre- 
cautions which employees should be aware 
of (Tips for the Office—June, p. 50). 

Legacy of Alfred P. Sloan, The—Contribu- 
tions of this great administrator assessed at 
his death, age 90 (Editorial—Apr., p. 21). 

More ‘Supper Money’ Paid in Offices—Three 
out of four firms give meal allowances in 
$1.50-$2 range, survey shows (AMemo—Jan., 
Pp. 78). 

Most Firms Mave Air Travel Restrictions— 
Measures apply to & broad range of execu- 
tives (AMemo—May, Pp. 120). 

Most Managers Prefer Big-city Living—Sur- 
vey outlines this and other geographical pref- 
erences (AMemo—Sept., p. 116). 

On Business—Selected sayings throughout 
history (Quotes—Oct., p. 47). 

On Work—Short bits of philosophy and 
humor (Quotes—Nov., p. 53). 

Operating Your Firm's Dining Area—Profit- 
ably—Tips on efficient management of in- 
plant restaurant or cafeteria; by R. Warren 
Fisher, assistant secretary and manager of 
budget control, Beech Aircraft Corp. (AMS 
Report—Oct., p. 66) 

Plan to Measure Office Costs, A—AM asks 
readers to share benefits of data they have 
researched (Editorial—Nov., p. 17). 

Public Affairs Ranks as Major Business Ac- 
tivity—According to recent survey it is likely 
to gain in importance over the next five years 
(AMemo—June, p. 108). 

Six Employees Who Won Paperwork Awards 
—Capsule summaries of winners chosen for 
AMS honor (AMS Report—Oct., p. 62). 

Starting a Credit Union for Your Firm— 
How to organize one of these in-company 
thrift organizations (Mar., p. 32). 

Teachers Advised to Keep Up-to-date— 
Business educators must change courses from 
year to year if they are to keep up profes- 
sionally (AMemo—Sept., p. 112). 

There Are No Life Insurance ‘Bargains’— 
Ways to cut back on some of the regular costs 
of company life insurance (June, p. 66). 

Wall Street Embarks on Universal Number- 
ing System—New York and American Stock 
Exchanges, and American Bankers Associa- 
tion, undertake joint project (AMemo—Apr., 
p. 114). 

Ways to Confer Without Calling a Meeting 
—Conference phone calls, closed circuit tele- 
vision and fast copier memos are aspects of 
new “non-meetings’’ (Oct., p. 48) 

When Your Office Moves—Time, money and, 
a all, a detailed plan are needed (Nov., 
p. 24). 

With the Editors—Monthly feature; light 
commentary. 1970? Not Too Fast, Please 
(Jan., p. 77); Substitutes (Feb., p. 81); Statis- 
tics (Mar., p. 95); Getting the Knack (Apr., 
p. 113); The Common Cold (May, p. 119); 
Reading (June, p. 107); Supermanager (July, 
p. 79); Good Old Summertime (Aug., p. 81); 
A Meaningful Avocation (Sept., p. 115); Mov- 
ing (Oct., p. 115); Award Winners (Nov., pD. 
110); Bah! Humbug! (Dec., p. 78). 


Office Environment 


Office design, furnishings, maintenance 


Acoustical Control—Six annoying types of 
office noise are discussed, along with methods 
of subduing them; by David Anderson, asso- 
ciate editor (Office Environment—Mar., p. 66). 

Better Floor Coverings, More Privacy— 
Trends in office location and interior design 
as revealed in a recent AMS survey (AMS 
Report—June, p. 72). 

Carpeting: Impressive Floor Covering—What 
to know before you buy. Tips on carpet con- 
struction, durability. and cost; by John M, 
Medlin, associate editor (Office Environment— 
Dec., p. 36). 

Case for Office Landscape, The—New Ger- 
man offices make use of cabinets, screens and 
foliage arranged with desks in unconventional 
layout; by Walter A. Kleinschrod, editor (Oct., 
Pp. 18). 

Decorating Wall Space Tastefully—Selected 


paintings, murals, photographs and woodcuts 
can effectively decorate the modern office 
(Office Environment—June, p. 68). 

Do Background Music Systems Pay?—Studies 
show they cut down on errors and increase 
efficiency on certain jobs (Office Environment 
—Aug., Pp. 34). 

Executive Dining Rooms: Useful and Ele- 
gant—Firms offering executive dining areas 
find they provide an effective atmosphere for 
solving business problems (Office Environment 
—Sept., p. 64). 

Factory Offices Grow in importance—They 
are primarily functional in equipment and 
appearance (Aug., p. 20). 

Foliage: Decorative and Functional—Arti- 
ficial plants can create drama and individual 
effect in an office setting (Office Environment 
—May, p. 86). 

How Color Influences Safety and Efficiency 
——— to its intelligent use in offices (Mar., 
D. 3 ‘ 

ts This the Layout for Work in 1970-—What 
the German space-planning concept, “office 
landscape,"" and other trends, may portend; 
one of four related articles on offices in 1970 
(Office Environment—Jan., p. 24). 

Lighting System Is Answer to Office Heat- 
ing Needs—lIntegration of lighting, heating 
and air conditioning systems is economic 
necessity in today’s office (July, p. 76). 

of the Year’ Awards for 1965—Spe- 
cial section announces AM’s selections (May, 
p. 59) and describes administrative strong- 
points of each: Rohm & Haas (p. 62), CIBA 
Corp. (p. 64), Family Finance Management 
Corp. (p. 66), Arthur Anderson & Co. (p. 67), 
Armstrong Cork Co. (p. 68), Commerce Trust 
Co. (p. 68), Dow International Ltd. (p. 70), 
First Federal Savings & Loan Assn. of At- 
lanta (p. 70), International Pipe & Ceramics 
Corp. (p. 71), Los Angeles Department of 
Water & Power (p. 72), Sandoz Inc. (p. 72) 
and Sperry & Hutchinson Co. (p, 74); sum- 
mary article (p. 59). 

Optimum Lighting: How to Achieve it— 
Glare, brightness, type of fixture are among 
factors to be reckoned with (Office Environment 
—(Feb., p. 50). 

Partitions: New Kinds, New Office Uses— 
Partitions, both movable and permanent, have 
become extremely varied in what they are 
made of and what they can do; by Susan 
Ross, assistant editor (Office Environment— 
July, p. 28). 

Planning a Reproduction Department—A 
good layout can be just as important as 
smooth-functioning machines (May, p. 39). 

Practical Tips for Lavatory Maintenance— 
AM surveys managers, asks how they provide 
for clean and well-equipped washrooms (Nov., 
p. 50). 

Selecting Pipe Insulation to Reduce Fuel 


: Costs—How to determine savings and costs 


(Sept., p. 92). 

Six Views of Today's Reception Room-—Pic- 
ture story on the latest developments in re- 
ception area design and decor (Office Environ- 
ment—Oct., p. 112). 

Solving the Problems of Drafting Areas— 
General rules of good office layout and equip- 
ment in engineering and art departments 
(June, p. 32). 

Ways to Figure Air Conditioni Opti 
—You must reconcile square footages, British 
thermal units, other factors; by Susan J. 
Herman, associate editor (Apr., p. 46). 

Well-planned Lighting Maintenance Pro- 
gram Cuts Costs—Systematized replacement 
program for office fixtures can result in com- 
Pany savings (Aug., p. 38) 


Office Equipment 


Even Prosperity Causes Delays—Why you 
sometimes have to wait so long for delivery 
after you've placed an order (Editorial—May, 
Pp. 27). 

New EDP/Graphic Arts Uses—How Good?— 
Ten observations, and an analysis of their 
meaning; by J. H. Winkler, senior technical 
advisor, Battelle Memorial Institute (AMS 
Report—Feb., p. 45). 

Office Equipment News—Monthly feature 
(Jan., p. 67; Feb., p. 71; Mar., p. 85; Apr., 
p. 103; May, p. 103; June, p. 89; July, p. 61; 
Aug. p. 63; Sept., p. 97; Oct., p. 99; Nov., 
p. 95; Dec., p. 61). 

Office Standards: A Progress Report—On 
recent projects and agreements by the Amer- 
ican Standards Association and the Business 
Equipment Mfrs. Association; by Lewis 
Lachter, managing editor (Jan., P. 36). 

Predict Rise in B t Sales— 
Business Equipment Mfrs. Association sees @ 
$10 billion industry by 1970 (AMemo—Mar., 
p. 96). 
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Why I Have Eliminated Most Service Con- 
tracts—H. B. Ward, purchasing manager for 
International Nickel Corp., gives reasons for 
his cut-back (Opinion—Feb., p. 22). 


Equipment—Furniture, Supplies 


Business Forms and Their Control—Com- 
prehensive examination of the latest kinds, 
plus a guide to the best for your needs; by 
Daniel Peck, associate editor (Tools of the 
Office—Oct., p. 70). 

Buying and Maintaining Computer Tape— 
Pointers on checking, testing various types, 
and organizing an effective tape management 
program (Aug., p. 28). 

Paper for Copiers and Duplicators—High 
quality reproduction, wide range of colors, 
weights, capabilities mark the new papers; 
by Daniel Peck, associate editor (Tools of the 
Office—May, p. 88). 

Partitions: New Kinds, New Office Uses-~— 
Partitions, both movable and permanent, have 
become extremely varied in what they are 
made of and what they can do; by Susan 
Ross, assistant editor (Office Environment—- 
July, p. 28). 

Roll File Units Store Drawings—Efficient 
plan filing is a key to effectiveness of the 
— performed (Systems in Action—May, 
dD s 

Selecting Furniture for Peak Efficiency—- 
What to consider before buying desks, chairs 
and cabinets; by Daniel Peck, associate editor 
(Tools of the Office—Jan., p. 50). 

Steel Shelves Improve Storage System at 
Bank—In separate building, they cope effi- 
ciently with Wachovia Bank & Trust's in- 
creasing volume of records (Systems in Action 
—Nov., p. 84). 

Ways of Keeping Reference Books Nearby— 
Picture article illustrates shelf and cabinet 
— for handy-but-sightly storage (Apr., pD. 


Equipment—Office Machines 
See also Office Environment 


Auxiliary Units for Mailrooms and Repro 
Areas—A summary of equipment for maximum 
efficiency; by Daniel Peck, associate editor 
(Tools of the Office—June, p. 77). 

Booklet Offers Data on Safety Equipment— 
“Know Your Labels’ is released by Safe 
= National Association (AMemo—Mar., p. 
96) 

Computers and Middle Management—Com- 
puter systems, less costly and more numer- 
ous, will soon be within economic reach of 
most firms (Editorial—June, p. 19). 

Copier Permits Low-cost Billing—System 
saves over $4,000 annually for Rochester 
~— Supply Co. (Systems in Action—Feb., 
p. 56 

De-automated Copier Cuts Costs at Carling 
—By switching from an automatic copier to 
a Kodak Cavalcade, which requires some 
manual effort to operate, Carling Brewing 
= — $3,500 a year (Systems in Action— 

Co 

puetetnre Feel the | t of Aut ti 
—The equipment today is more versatile, 
faster, easier to operate, as are the methods 
of preparing the masters by which duplicators 
do their work; by Joseph A. Montana, asso- 
ciate editor (Tools of the Office—Dec., p. 50). 

EDP Input Devices: Updated Report—Punch 
cards, scanners and direct keyboard terminals 
among methods discussed for getting infor- 
mation into a computer; by Joseph A. Mon- 
tana, associate editor (Tools of the O*fice— 
Nov., Pp. 86). 

85,000 Computers by 1970; Operation Costs 
to Drop—Report traces development of system 
characteristics into foreseeable future (June, 
p. 52) 

Elapsed Time Recorders Determine Costs— 
Reliance on ‘numbers’ has pitfalls when 
electric accounting machines are involved 
(May, p .50). 

Electronic Calculators Expedite Retailer's 
Paperwork—Diana Stores streamlined na- 
tional accounts payable operation with help 
of Canon machines (Systems in Action—Nov., 
p. 80). 

Guide to the Small Computer—Housed in a 
desk or set on top, they are realities which 
have made EDP available to many small 
companies; by Daniel Peck, associate editor 
(Tools of the Office—July, p. 48). 

Labels and Labeling Systems—Marking prob- 
lems in a volume-overwhelmed shipping room 
can be eased by the automatic or semi-auto- 
matic devices on the market; by Daniel Peck, 
associate editor (Tools of the Office—Aug., p. 
54). 


Lettering Devices Create Inexpensive ‘Cold’ 
Type—Units produce copy for forms, charts 
and other graphics; their capabilities reviewed 
(Mar., p. 38). 

Manual Record Keeping Systems—First of 
two articles on filing and other information 
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retrieval equipment and supplies; by Daniel 
Peck, associate editor (Tools of the Office— 
Mar., p. 70). 

‘New Breed’ Office Machine is Faster, Small- 
er, Versatile—A look at the kind of equipment 
you can expect by 1970; one of four related 
articles (Jan., p. 19). 

New Copiers Offer ‘Closer Fit’ to Work— 
More versatile and numerous, the new units 
more effectively serve specific systems needs; 
by Walter A. Kleinschrod, editor (Mar., p. 28). 

New Ideas for Label-makers in the Office— 
Illustrated methods of using labels to identify 
equipment, organize a stockroom, personalize 
many office items (Dec., p. 34). 

New Ways to Cut Copier Costs—Why copy- 
ing costs are rising and how manufacturers and 
companies are keeping them down, plus 1966 
guide to office copiers; by Walter A. Klein- 
— editor (Tools of the Office—Sept., p. 


Optical Scanning: An Updated Look at Its 
Uses—How it works and where it’s feasible for 
office data processing (Feb., p. 27). 

‘Think Small’ with Integrated Circuits—The 
smaller the circuit, the faster the computer 
(May, p. 34). 

Time Clocks: Accurate Way to Control Ex- 
penses—A survey of time recording equipment 
currently available (Apr., p. 56). 

Viewing the New Calcultators—The verb em 
is used advisedly, with many electronic models 
now sporting viewing screens; by Daniel Peck, 
aseeete editor (Tools of the Office—Feb., p. 


Personnel 


AMS Reports Results of Personnel Turnover 
Survey—Statistics for 1965 in the U.S. and 
Canada (AMS Report—July, p. 43). 

AMS Tape Program Deals With Hiring— 
Thomas E. O'Reilly, a Chase Manhattan Bank 
vice-president, is one of four speakers on Ad- 
ministrative Management Society presentation 
(AMS Report—Nov., p. 62). 

Attaining Personal Control and Discipline— 
Problems of anger, the temperamental exec- 
utive and office bigotry, and what to do about 
them; by R. J. Wytmar, consultant, Maichle & 
Wytmar Inc., Chicago (Opinion—Nov., p. 76). 

Card Files Labeled by the Handicapped—Cal- 
ifornia workers aid in reorganization of water 
utility district system (Systems in Action— 
Sept., p. 68). 

Clerical Salaries Increase — Administrative 
Management Society surveys over half a mil- 
lion clerical employees in 21 types of business 
and concludes that they are getting more pay, 
more holidays and more liberal vacation pol- 
— ee summarized (AMS Report—Aug., 
Pp. 45). 

Computers Can Help Select Your Personnel 
—They can take on many previously time-con- 
suming tasks, but certain procedures must 
be carefully established beforehand; by P. L. 
Morgan, personnel data systems vice-president, 
Information Science Inc. (Nov., p. 44). 

Dealing With the Common Cold—Employees 
can work efficiently in spite of their bad colds, 
doctors say, if they and their managers fol- 
low four protective steps (Sept., p. 38). 

Demand for Secretaries Still Increasing— 
Good secretaries are very much in demand, 
and the job is becoming one of top pay, pres- 
tige and security (AMemo—Dec., p. 82). 

’'t Accept Management Mediocrity—The 
expensive, extensive effort business is making 
to train management personnel will be directed 
more toward mediocre managers than toward 
good ones; by Dr. L. F. Hackemann, president, 
Hackemann & Associates, management con- 
sultants (Opinion—July, p. 34). 

Educability: Important Personnel Factor—A 
capacity and even a hunger for learning is 
becoming an increasing factor in hiring (Per- 
sonnel Problem Clinic—Dec., p. 12). 

Employee Award Program Can Bolster Morale 
—Prizes given for suggestions or for years of 
service should be suitably promoted to fester 
team spirit between management and em- 


Ployees (Tips for the Office—Dec., p. 75). 

Employee Council Can Prevent Problems— 
Personnel from various departments can often 
iron out complex situations (Personnel Prob- 
lem Clinic—Sept., p. 14). 

Fringe Benefits Now Equal 26% of Company 
Payroll—Nearly three-quarters of respondents 
to AM survey consider their benefit programs 
“a production-enhancing device’’ (Mar., p. 20). 

High Turnover? Check Policy — ‘Tough” 
rules may need modification lest too many 
valued employees give two weeks’ notice (Per- 
sonnel Problem Clinic—Jan., p. 12) 

improving Your College Recruiting Proced- 
ures—This year, according to many adminis- 
trative managers, it has presented more prob- 
lems and stiffer competition than ever before 
(July, p. 32). 

In Business Today, Performance is All— 
Managers must create a productive atmosphere 
in which employees work hard and produce 
because they want to; by William 8. Johnson, 
general manager, J. H. Williams Oil Co. (AMS 
Report—Sept., p. 59). 

Individual Learner Is the Vital Key—Improv- 
ing learning in a business training program 
means improving the learning capacity of the 
individual; by John Ball, president, Resources 
Development Corp. (Opinion—Oct., p. 84). 

Interview: Effective Management Too!l—Psy- 
chiatrist conjectures that if every employee 
could leave his personal problems outside his 
office, many management people could be dis- 
Pensed with (AMemo—June, p. 108). 

Is 9 to 5 an Outmoded Office Schedule?— 
While the 9 to 5 working day is still standard, 
@® growing number of companies are using 
second and third shifts of white collar work- 
ers (Dec., p. 20). 

Job Data Summary Sheet Aids Personnel 
Selection—Main ingredients are listed and dis- 
cussed; by Louis P. Franco, manager, Employ- 
ment Bureau, Metropolitan Life Insurance Co. 
(AMS Report—Nov., p. 62). 

LOMA Surveys Male Graduates—Life Office 
Management Association probes the influence 
that background may have on job success for 
college men (News of Associations—Nov., Pp. 
12). 


Labor Shortage’s Effect on Office Work— 
Skilled white collar workers are in short sup- 
ply; here’s what business is doing to alleviate 
the situation; by Lewis E. Lachter, managing 
editor (Oct., p. 22). 

Long Disabilities and How to Cope with Them 
—How to set up a payment policy, and how to 
finance it; by William C. Foust Jr. (Dec., p. 


ee Discipli 


Manager must estab- 
lish and maintain a consistent and fair policy 
(Personnel Problem Clinic—May, p. 16). 

Management Doesn’t Communicate as Well 
as It Might—National Industrial Conference 
Board study reveals data on employee orien- 
tation techniques (AMemo—Apr., p. 114). 

Management Must Solve Absentee Problems 
—Conference points out that management must 
deal with it just as it does other cost controls, 
while maintaining sight of the individual em- 
ployee, his needs and problems. (AMemo— 
Dec., Pp. 82). 

Motivating on a Work Rather Than Leisure 
Basis—Outline of important factors in em- 
ployee motivation, including titles, use of 
praise and criticism, communications, fringe 
benefits; by Mrs. Barbara T. Jones, AMS urea 
15 drector (AMS Report—Sept., p. 60). 

Nearly All Firms Hire Through Agencies— 
Survey conducted by AMS National Personnel 
Research Committee shows that 92 percent of 
members use them (AMS Report—Sept., p. 62). 

Needed: People Who See Administration 
Over-ali—An analysis of how the personnel 
Picture will change by 1970; one of four re- 
lated articles (Jan., p. 22). 

New System Finds Job Applicants Fast—Tele- 
type query to computer produces resumes 
of college-graduate candidates; by Walter A. 
Kleinschrod, editor (Apr., p. 28). 

Nine Views on Company Loyalty—Nine exec- 
utives offer advice on instilling loyalty in em- 
ployees; by Daniel Peck, associate editor (Sept., 
Pp. 26). 


Fifth Ave., New York, 10010. 


Reprints Available at 50 Cents Each 


Reprints of articles in the accompanying list may be obtained from 
our Reprint Department at 50 cents each. Most will be reproduced on 
photocopying equipment, though a number of our more frequently 
requested articles are available printed on glossy paper, while sup- 
plies last. Lower rates apply on quantity orders. Address all inquiries 
and orders to Administrative Management, Reprint Department, 212 
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New! Safe* 
PAPER 
TRIMMER 
& CUTTER 
combined 
CUTS UP TO 
50 SHEETS IN 

ONE STROKE 


5 MODELS: 
14", 22”, 28", 
and 32”, 43" 


KUTRIMMER 


ALSO CUTS cardboard, fibreboard, 
foils, rubber, fabrics, leather, lino- 
leum, felt, thin plywood, thin soft 
metal, photos. 

FOR EVERY BUSINESS: 

*Unique safety feature—hand-clamp avoids 
the danger of an idle hand, as in ordinary 
paper-trimmers. 

See KUTRIMMER at your local dealer 
or write to 12AM 


MICHAEL LITH SALES CORP. 
145 West 45th Street, New York, N.Y. 10036 
(Circle No. 43 on Reader Inquiry Card) 


open a branch 
in Pago-Pago? 


FACIT typewriters and calculators and ODHNER 
adding and bookkeeping machines are standard 
office equipment in 130 countries. 1000 U.S. 
sales and service dealerships supply the Ameri- 
Can office from coast-to-coast. But in Pago-Pago? 


Write for illustrated brochure and nearest dealer 
FACIT-ODHNER INC. 222 East 44 St., N.Y. NLY., Dept, AM8 
(Circle No. 44 on Reader inquiry Card) 


Index... Complete article listing contixven 


91 Percent of Firms Reward Long-term 
Service—Types of recognition surveyed by AMS 
Personnel Research Committee (AMS Report 
—Jan., p. 46). 

Office Expense and Self-appraisal 1.Q.— 
Checklists for two fundamental aspects of ad- 
ministration, for you and your staff (Nov., p. 

) 


Pay Periods, Other Personne! Policies Sur- 
veyed—Starting, closing times among prac- 
tices measured by AMS chapter in Peoria, Ill. 
(AMS Report—Feb., p. 48). 

Paying Long-term Absentees—Arswers to 
questions on how to compensate the incapac- 
itated for long perids of time (Personnel 
Problem Clinic—July, p. 14). 

Personnel Testing Minimizes Guesswork— 
Clerical skills, aptitude and psychological 
tests help determine which applicant is best 
suited to the job; by Sid Morris, assistant 
treasurer, American Savings & Loan Associa- 
tion, Detroit (AMS Report—Oct., p. 68). 

Pre-retirement Plans Offer Two-Way Divi- 
dends—They provide full uxderstanding of the 
benefits you provide, and condition employee 
to adjust more easily to his future (Apr., p. 
72) 


Proper Office Attire—How administrators 
may diplomatically enforce norms of dress 
(Personnel Problem Clinic—Nov., p. 14). 

Replacing Your Key Aides—A plan to find 
and train the man who could succeed you 
(Personnel Problem Clinic—Mar., p. 12). 

Report on Latest White Collar Union Action 
—Study of attempts to organize white-collar 
workers; by W. Ray Speer, lawyer and labor 
relations specialist (AMS Report—May, p. 82). 

Selecting Proper Titles for New Company 
Positions—For example, should it be “second 
vice-presidext” or “assistant vice-president’’? 
(Apr., p. 52). 

Setting Policies for Work Procedures—That’s 
step one; then you must make policies known, 
and — them (Tips for the Office—Mar., 
p. 54). 

Stressing Business Courtesy—Better rela- 
tions with employees, customers and salesmen 
can be achieved if staff follows rules of office 
ae (Personnel Problem Clinic—Oct., p. 
5). 


Success Factor Analysis: New Management 
Technique—Used to discover ways that staff 
and management personnel can achieve better 
on-the-job performance, it also helps relocate 
personnel whose skills are no longer required; 
by Lewis E. Lachter, managing editor (ec., 
p. 16). 

Survey Among Employees Can Improve Atti- 
tudes—Five factors should be kept in mind 
when framing your questions (Tips for the 
Office—Apr., p. 42). 

Survey Examines Salaries for New Person- 
nel—Lists rates being paid to newly hired, 
rather than prevailing average wage levels 
(AMemo—July, p. 80). 

Taking a Skills iInventory—A system for 
creating and updating a file of your staff’s 
abilities (Personnel Problem Ciinic—Feb., p. 
14). 


Temporary Help Saves Firm $5,000 Yearly 
—Victor Comptometer division supplies plumb- 
ing equipment firm with skilled billing machine 
operators (Systems in Action—Feb., p. 54). 

Ten Guides for the New Supervisor—Rules 
than can help him cope with his greater duties 
(Tips for the Office—Feb., p. 36). 

Time for a Personnel Review?—How are you 
doing in dealing with subordinates, and run- 
nirg effective meetings with them? Here’s what 
to ask yourself; by Robert V. Orr, supervising 
engineer, Westinghouse Electric Corp. (Per- 
sonnel Problem Clinic—Apr., p. 16). 

Tying Salaries to Company Objectives—Iden- 
tify factors over which individual has control, 
and base increases on an evaluation of these; 
by Robert B. Pursell, associate, McKinsey & 
Co. (Opinion—Mar., p. 50). 

Unskilled Workers Increase by 9 Percent— 
Two-year trend cited by Bureau of Labor Sta- 
tistics (AMemo—Feb., p. 82). 

When Do You Update Your Salary Plan?— 
It should be revised periodically or it will 
serve neither the needs of management nor 
personnel. (Tips for the Office—July, p. 39). 

Why A Second Interview?—They often give 
managers more accurate impressions. of job 
applicants and help them reach more valid 
hiring decisions (Personnel Problem Clinic— 
June, p. 16). 

Women's point of view—How the adminis- 
trative manager should deal with today’s fe- 
male employee (Personnel Problem Clinic— 
June, P. 16). 

Written Job Description Helps You Delegate 
—Guidelines for composing and using them; 
by J. D. Miller, Consumers Cooperative Asso- 
ciation, Kansas City, Mo. (AMS Report—Jan., 
Pp. 45). 

Young People Lack Vital Routine Skills— 
Many lack basic talents necessary to fill office 
positions now available (AMemo—aAug., Dp. 82). 


Your Incentive Plan: Does It Need Revising? 
—What a manager should be aware of to 
maintain an effective incentive plan; by R. J. 
Devaney, vice-president, and R. G. Lee, chief 
engineer, Albert Raymond & Associates, man- 
agement consultants (July p. 36). 


Self-management 


Attaining Personal Control and Discipline— 
Problems of anger, the temperamental exec- 
utive and office bigotry, and what to do about 
them; by R. J. Wytmar, consultant, Maichle & 
Wytmar Inc., Chicago (Opinion—Nov., p. 76). 

Defining Your Responsibilities—A six-part 
answer to the question, ‘“‘What do adminstra- 
eg! managers do, anyway?” (Editorial—Feb., 
Pp. 19) 

Disease of ‘Don't Rock the Boat,’ The—The 
fear or the inertia that lets poor situations 
drift is one of the most insidious forms of ir- 
responsibility (Editorial—Dec., p. 15). 

Don't Try to ‘Sell’ People—Dare Them— 
There are special ‘‘don’ts” in selling new ideas 
to subordinates; by P. J. Meyer, president, 
Success Moiivation Institute (Opinion—May, 
p. 24). 

Five Ways to Manage Office Time—How to 
organize your eight-hour day to get the most 
out of it; by Col. I. R. Perkin, commander, Mil- 
itary Aircraft Storage and Disposition Center, 
Davis-Monthan Air Force Base (Sept., p. 40) 

Going Higher in Your Company—Nine lead- 
ing admixistrators discuss what will help the 
administrative manager reach the top; by 
Lewis E. Lachter, managing editor (July, p. 
18). 

Management's New View of Innovation—Ad- 
ministrators don’t usually consider themselves 
inventors, but the creative ones are just that; 
by Walter A. Kleinschrod, editor (Mar., p. 18). 

Needed: Tradition in Radical Context—Tech- 
nical skills in systems development alone will 
not guara.tee a top echelon position in the 
business world of 1980 (Opinion—June, p. 56). 

New AMS Management Course—Second title 
in series of AMS management courses is avail- 
able in a packaged set of lectures, suitable for 
twelve sessions (AMS Report—Dec., p. 47). 


magnetic 
VISUAL CONTROL BOARDS 


Here is the board that cuts paper work to a 
fraction, reduces errors and improves effi- 
ciency. Planning and scheduling sales, pro- 
duction, personnel, or any operation that 
requires paper work becomes quicker and 
easier. Colorful magnetic indicators keep 
vital information constantly before your 
eyes ... tell instantly how work is progress- 
ing... alert you to trouble spots and avoid 
errors. Ideal also for EDP equipment, 
PERT, and flow charting. No cards, pegs, or 
other nuisance devices to replace. Economi- 
cal — your first cost is your last cost. 


Write for FREE catalog on the most modern 
and flexible control system available today 


JA MAGNETIC alps, Inc. 
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Office Expense and Self-appraisal 1.Q.— 


Checklists for two fundamental aspects of ad- ' 


— for you and your staff (Nov., 
Pp. > 

Planning Now for the Age of Planning—Get 
Ready to be a manager in 1986; by L. H. 
Schoenhofen, president, Container Corp. of 
America (Leading Edge—Apr., p. 76). 

Replacing Your Key Aides—A plan to find 
and train the man who could succeed you 
(Personnel Problem Clinic—Mar., p. 12). 

Three Failings of Middle Management—They 
are failure to delegate, failure to keep pace 
with today’s expansion, and “Fat-Cat-itis’; by 
William C. Stolk, president, American Can Co. 
(Jan., p. 30). 

Wife’s Role in Manager’s Career—She can 
enhance husband’s progress in four general 
areas, mainly by being interested in them; by 
o E. Lachter, managing editor (Sept., p. 
Written Job Description Helps You Delegate 
—Guidelines for composing and using them; 
by J. D. Miller, Consumers Cooperative Asso- 
= Kansas City, Mo. (AMS Report—dJan., 
Pp. . 

Your Place One Year From Now—Things 
you can do right now to determine where you 
and your company will be in a year (Editorial 
—July, p. 17) 


Systems Improvement 
General 


Exploding Four Work Measurement Myths— 
The author lists them as creative ability, judg- 
ment, peak load problems and objections to 
specific productivity standards; by Harold: W. 
Nance, president, Serge A. Birn Co. (Feb., Dp. 


). 

Guide to Improved Traffic Management, A— 
It’s an area administrative managers are 
coming in contact with more and more, as 
Worthington Corp. case history illustrates 
(Mar., p. 24). 

Labeling of Meters Reduces Errors—Number- 
ing them: with self-adhesive labels reduces re- 
cording errors at Con Edison in New York 
(Systems in Action—June, p. 63). 

Managing an Effective Suggestion System— 
Millions of dollars are saved each year 
through employee suggestions. Here’s how to 
set up a practical, profitable system; by Jo- 
seph A. Montana, associate editor (Oct., p. 38). 

Optimizing the Work Improvement Process 


TEMPORARY) 


in where > 


she is needed 2 


IN YOUR OFFICE—ON OUR PAYROLL 


Screened, tested, and matched to your 
job requirements, she is qualified to 
carry the Employers Overload guar- 
antee of satisfactory performance. 


SEE THE YELLOW. PAGES. FOR 
THE EO OFFICE IN YOUR’ CITY — 


EM PLOYERS 


OVERLOAD, 
aginzcay seed 1947 agi oan 


OFFI@ES COAST tO COAST AND: “CANADA 
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—Ways to introduce, control and optimize it 
in your company; by P. A. Chapman, senior 
personnel assistant, Detroit Edison Co. (AMS 
Report—May, p. 79). 

Profiting from the Zip Code—Hints on using 
the numbers for greater efficiency in market 
research, advertising or sales (Tips for the 
Office—Sept., p. 16). 

Setting Policies for Work Procedures—That’s 
step one; then you must make policies known, 
ag? — them (Tips for the Office—Mar., 
p. 54). 

Time Clock System Finds ‘Lost’ Hours—Per- 
mits accurate distribution of direct labor costs 
(June, p. 36). 

Work Standards Depend on the Supervisor 
—So says Dr. John Hutchinson, Columbia 
University industrial management authority 
(AMemo—Apr., p. 114). 


Systems—Clerical 


See also Systems—Correspondence, and 
Systems—Record-keeping 


Automatic Typing Speeds Policy Writing— 
A system designed to speed customer service 
also reduces errors and operating costs (Sys- 
tem in Action—May, p. 54). 

De-automated Copier Cuts Costs at Carling 
—By switching from an automatic copier to a 
Kodak Cavalcade, which requires some manual 
effort to operate, Carling Brewing Co. saves 
$3,500 a year (Systems in Action—Dec., p. 42). 

Duplicating Systems to Cut Costs $14,000— 
Paperwork duplicating system is designed to 
reduce the chance of errors for Lehigh Valley 
Railroad (Systems in Action—June, p. 60). 

Electronic Calculators Expedite Retailer’s 
Paperwork—Diana Stores streamlined national 
accounts payable operation with help of Canon 
machines (Systems in Action—Nov., p. 80). 

Error-free Documents Assured at Prudential 
—Reports on prospective borrowers must be 
100 percent accurate at The Prudential In- 
surance Co., and IBM’s MT/ST typewriter 
helps achieve this accuracy (Systems in Ac- 
tion—Dec., p. 40). 

Navy-originated Plan Cuts Clerical Costs— 
System operates on theory that performance 
on key jobs is a reliable basis for determining 
performance on other jobs performed by same 
people; by Cyrus Falconer Jr., management 
consultant, Lybrand, Ross Bros. & Montgom- 
ery (Sept., p. 32). 

‘Negative’ Time System Reduces Paperwork 
75 Percent—Employees fill out time card only 
if exception to normal work week; by F. W. 
Capper, personnel director, Equitable of Iowa 
(AMS Report—Feb., p. 46). 

Posting Finished Earlier with Copier—Dane 
County Title Co. relies on unit which reduces 
original image 35 percent (Systems in Action 
—Nov., p. 84). 

Regulated Copy Center Reduces Machine 
Misuse—Soaring reproduction and copying 
costs are reduced through the creation of a 
regulated copy center (July, p. 40). 


Systems—Communication 


Carbonless Paper Trims Bank’s Costs by 
$750—Chase Manhattan uses 3M stock in its 
teleprinter operation (Systems in Action— 
Mar., p. 82). 

Creative and Productive Uses of Visual Fa- 
cilities—Author Edmund L. Heffner, manager 
of Addressograph-Multigraph’s Albany, N.Y., 
office, cites five ways reprographics people can 
— performance (AMS Report—Nov., p. 


). 

Data Network Assures ‘Instant’ Service— 
A look at the extensive communications sys- 
tem placed in operation by re Steel 
Corp. (Systems in Action—Oct., p. 

Efficient Routing Procedures—Determining 
who gets what publication or report, and in 
what order (Tips for the Office——Nov., p. 56). 

Evaluating Telephone Costs Using Expense/ 
Sales Ratios—An increasing telephone bill can 
be a good sign under this system; by A. A. 
Jacobs, communications consultant (Oct., p. 


Intercom Aids ‘Holdup’ Man—Holdup of pro- 
cedures, that is, until ITT-Terryphone unit 
got advertising agency executive out from 
under common refrain of ‘Hold the wire, 
please” (Systems in Action—Feb., p. 58). 

Save with Shorter Long Distance Calls—Do 
as good letterwriters do: keep it terse and to 
the point (Tips for the Office—Jan., p. 41). 

Seven Simple Steps Can Cut Telegraph Ex- 
penses—The first is know your word rates, 
éymbols and abbreviations: some don’t count 
as words (Feb., p. 42). 

Solving Problems with Aptitude Survey Data 
—They can pinpoint problems and improve 
communications at all business levels; by O. J. 
McClure, personnel manager, J. M. Tull Metals 
Co. (AMS Report—-Oct., p. 64). 

Ways to Confer Without Calling a Meeting 
—Conference phone calls, closed circuit tele- 
vision and fast copier memos are aspects of 
new “non-meetings” (Oct., p. 48). 


what's lost . . . but to use him in 
your filing department, well—it 
would be a bit awkward. There's a 
better way . . . use Quality Park Fil- 
ing Supplies for efficiency and econ- 
omy, too. Filing and finding is easier 
with Quality Park Shelf Filing Jack- 
ets; Shelf Filing Pockets; Vertical 
File Pockets; and jackets and flat 
filing jackets and pockets. Instead 
of calling in the bloodhounds to find 
the answer to filing problems . . . 
call in your Quality Park Dealer .. . 
he’s loaded with ideas and can 
make prompt delivery on Quality 
Park Quality Filing Supplies. And he 
_— look as sad as a bloodhound. 


*, Quality Park 
wwe; Envelope CO. 


A sosnimie OF STANDARD PACKAGING CORP. 
SOLD NATIONALLY THRU DEALERS 


ii" 
a he gets the right scent he'll find 


2520 Como Ave., St. Paul, Minn. 55108 
~ ee © CHICAGO © DALLAS « LOS eee 
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(GRAPHIC VISUAL CONTROL 


You SEE How To Get Things Done 
With The BOARDMASTER System 


You see a Graphic Picture of your 
operations, spotlighted in color. You 
have facts at Eye Level. Saves time, 
cuts costs and prevents errors. 

ideal for Production, Maintenance, 
Scheduling, Inventory, Sales, Traffic, 
Personnel and many other uses. 

Simple and flexible tool. You write 
or type on cards and post on board. 
All cards are interchangeable. 

Compact and Attractive. Made of 
Aluminum. Over 1,000,000 in use. 


Complete Price $49 50 Including Cards 


24-Page BOOKLET No. G-100 
FREE Mailed Without Obligation 


Write Today for Your Copy 


GRAPHIC SYSTEMS 
\925 Danville Road * Yanceyville, N.C. ; 
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HOW TO BID AND 
ESTIMATE ACCURATELY 


Accurate bidding and estimating can deter- 

mine the success or failure of your business. 

aaed ; : Do it professional- 

: ly by utilizing ac- 

curate records of 

previous experi- 

ence. The Strom- 

berg® Exec M33 

Time Recorder 

gives you detailed 

records on every 

job processed... 

plus serving as an 

». attendance record- 

er. Thousands of 

companies have 

found the dual- 

purpose Exec M33 

swiftly returned 

their modest in- 

vestment many times over. Why not send the 
coupon today for prompt, full details? 


| fi: 1 MITE Corporation 


! Stromberg Products 
446 Blake St., New Haven, Conn. 


Please send me a brochure and prices 
of the M33 Dual Time Recorder, alon 
with samples of its attendance and wo 
records. 


{ 


AM55 


Name. 


Title 


Index... More on systems continven 


Systems—Correspondence 
Dictation, typing and mailing 


Labels and Labeling Systems—Marking prob- 
lems in a volume-overwhelmed shipping room 
can be eased by the automatic or semi-auto- 
matic devices on the market; by Daniel Peck, 
associate editor (Tools of the Office—Aug., p. 


L h ae A. 


Corr Still Has Merit— 
It’s more personal and often quicker (Jan., p. 
48). 


Pepping Up Mailroom Efficiency—Suggested 
ways to increase mailroom performance by 
using modern equipment, establishing a prior- 
ity system, organizing proper work flow (Dec., 
Pp. 28). 

Salesmen ‘Talk-and-Mail’ Field Reports— 
Roller Bearing personnel use car plug-in Voice- 
writers (Systems in Action—Jan., p. 62). 


Semi-automated ‘Tailored’ Mailing Method, A 


—Computer-labeler combination enables Scher- 
ing Corp. to process up to 20,000 mailing 
gg per hour (Systems in Action—Apr., p. 
82). 


Speedier Answers to Customer Queries—Re- 
mote microphone-network dictating units en- 
able Norton Co. to respond to telegrams in 
eight hours, letters in less than 24 (Systems in 
Action—Mar., p. 80). 

Typed Addressing Masters Save Dollars and 
Space—System of addressing uses a machine 
which takes up little more space than a stand- 
ard office typewriter, cost: $1,000 (Systems in 
Action—July, p. 56). 

‘VIM’ Automates Skyscraper Mail Deliveries 
—Postal department’s Vertical Improved Mail 
system conveys deliveries to upper stories 
(AMemo—Nov., p. 114). 


Systems—ADP and EDP 


Automated Purchasing: A Valuable Aid— 
Data-Phone link to vendor can cut paperwork 
and errors; by Lewis E. Lachter, managing 
editor (Mar., p. 44). 

Computer Prepares Instruction Data—New 
technique turns product design information 
into manufacturing instructions within min- 
utes (July, p. 41). 

EDP Languages Increase Programming Speed 
—Cobol, Algol and Fortran bridge the gap be- 
tween the human mind and the computer 
(June, p. 44). 

EDP System Analyzes Impact on New Bus- 
iness Ventures—It ascertains the effects of 
numerous financial variables (Box, accompany- 
ing article, ‘Management Decisions with 
Computer Help’—Apr., p. 37). , 

Emery Air Freight’s Computerized Account- 
ing System—Detailed explanation of how 
Emery converted from a punched card system 
to full magnetic tape operation (Dec., p. 26). 

Facsimile Unit Speeds EDP Work—Alden 
unit transmits data to TWA’s Kansas City 
center (Systems in Action—Jan., p. 64). 

New EDP System is TWA ‘Nerve Center’— 
In Rockleigh, N.J., it is linked to 2,000 reser- 
vation agents’ sets throughout nation (Sys- 
tems in Action—Apr., p. 85). 

Retailer’s Sales Tape Provides EDP Input— 
Data needed for monthly computer reports is 
punched as purchase is rung on cash register 
(Systems in Action—Aug., p. 50). 

Sixteen Separate Functions Controlled by 
One Printout—How Western Electric’s plant 
at North Andover, Mass., simplifies an in- 
volved paperwork control system (Nov., p. 66). 

Standard Tax Formula for Payrolls, A—A 
standard tax formula which can be used to 
calculate Federal, state and local tax with- 
holding amounts using a computer; by T. J. 
Conway, computer systems group leader, Geigy 
Chemical Corp. (July, p. 24). 

TV Guide Converts Subscriptions into EDP 
System— Magazine faced many problems during 
conversion period. One was finding skilled per- 
sonnel. Another was filling subscriptions while 
converting to magnetic tape; by Brian P. Brad- 
field (AMS Report—Dec., p. 46). 

What to Ask—and Expect—of Your Service 
Bureau—Basic questions in choosing a data 
processing service bureau for your company; 
by Michael R. Notaro Jr., corporate vice-pres- 
ident, Statistical Tabulating Corp. (Oct., p. 28). 


Systems—Record-keeping 


Automated Record Keeping—Companion ar- 
ticle to March survey of manual filing systems, 
it surveys mechanized and computer-driven 
information retrieval methods; by Daniel Peck, 
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jate editor (Tools of the Office—Apr., 


p. 90). 

Card Files Labeled by the Handicapped— 
California workers aid in reorganization of 
water utility district system (Systems in Ac- 
tion—Sept., p. 68). 


Centralize Company Records—Far too many 
documents are filed when they should be de- 
stroyed; by W. G. Hohneck, operations man- 
ager, Lockheed Missiles & Space Co. (AMS 
Report—Aug., p. 46). 

Efficient Filing System Outlined—Guidelines 
for organizing a workable subject system (Tips 
for the Office—Aug., p. 61). 

Morale ‘Worth Weight in Gold’ at Manufac- 
turing Firm—oOr, less poetically, worth price 
of centralized filing system which infused new 
staff spirit (Systems in Action—Apr., p. 86). 

Multiple Record Keeping with One Number— 
It. may turn out to be your Social Security 
number—the point is that it be consistent; by 
Robert A. Shiff, president, Naremco Services 
Inc. (AMS Report—Mar., p. 57). 

Operation Better Record Keeping—Two-part 
survey of filing and information retrieval 
equipment; by Daniel Peck, associate editor 
(Tools of the Office—Mar., p. 70; Apr., Pp. 90). 

Simplified Number System for Three Paper- 
work Problems, A—It enables you to convert 
from present system, identify every item 
bought or sold, and ease the labor of process- 
ing; by Harry R. Pleasants, senior systems 
analyst, Ranco Inc., Columbus, Ohio (Apr., p. 
62) 


Steel Shelves Improve Storage System at 
Bank—In separate building, they cope efficient- 
ly with Wachovia Bank & Trust’s increasing 
volume of records (Systems in Action—Nov., 
Pp. 84). 

When to Destroy Records—To keep office 
files from becoming overloaded, it is necessary 
to periodically eliminate certain records (Tips 
for the Office—May, p. 116). 


With the editors 


Bah, Humbug 


OST COMPANIES make a 
strong effort to avoid the 
Scrooge image at Christmas, and . 
there is a definite trend of late to 
do something for charities and 
the families of personnel as well 
as for company employees them- 
selves. Many firms send out cards 
announcing that they are con- 
tributing to a charity rather than 
buying gifts for customers or 
suppliers. 

The bible tells us that it is more 
blessed to give than to receive. It 
certainly is a blessing to be able 
to give, and what one gives does 
not have to be tangible. A kind 
word is worth a great deal, and 
so is a warm smile. Instead of 
buying a gift for a secretary or 
assistant (or having someone buy 
it for us), it might be a good idea 
to take her to lunch, and give of 
ourselves in time and thought. 

Christmas is an excellent time 
to remind ourselves of Tiny Tim’s 
wish in Dickens’ “Christmas 
Carol” that “God bless us all, 
everyone.” It is a worthwhile 
wish no matter where we live or 
what our work is. 

And by the way, from all of us: 
a very Merry Christmas. 

—L. E. Lachter, managing editor 
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